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19 June 1952

MEMORANDUM FOR: Chief, Classification and Wage Division

SUBJECT: Classification of New Position in Office
of Deputy Director (Plans)

1., This office deems it desirable to set up an additional
position in the Office of Deputy Director (Flans). The job
would require the services of a clerk-typist.

2, At present, a GS-5 secretary-stenographer is handling
the logging and miscellaneous filing duties for this office. The
volume of mail has increased to the point that the individual
works as many as 25 hours per pay period overtime solely on
clerical duties, leaving no time for her utilization as a steno-
grapher. It is planned to split the logging and filing duties
between two desks, one of which will continue recording the
incoming mail. The GS-5 secretary-stenographer will maintain
this desk, and by assigning to her only these duties we expect
to free her for stenographic work. The new desk would take
over the balance of the logging -- the out-log -- and certain
types of filing and miscellaneous clerical work. In addition
we would transfer to that desk part of the work of our cable
desk, which is presently overloaded.

3. It is requested that you draw up a job classification
sheet for the new position. If you have any questions, please
get in touch with our sdministrative Officer, [ o» 25X1A%9a
extension 603.

25X1A9%9a

Executive Officer
Deputy Director (Plans)
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